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ATTENDANCE REGISTER: 


* Marking/recording of attendance is compulsory for all employees 
upon entry while entering the office premises and signing off for the 
day. 

* Every employee must record/mark attendance in the register daily 
by10 am. For general shift employees, 15mins grace time will be 
provided and cut off time for general shift will be 10.15Am and after 
that the employee will be marked late 

* Failure to report by 10.15AM more than thrice in a month will lead 
to a salary/leave balance deduction. In case there are any project- 


specific requirements, HR need to be Pre informed with 
approval from designated VPs or Managers 

* Failure to mark IN/OUT timings in attendance register will lead to a 
day mark; for every tow failed attendance marks including being late 
without preapproval, will lead to % day's salary deduction 


BIOMETRIC SYSTEM: 


On the date of joining, thumb/finger impression will be registered, 
and all employees must comply with the biometrics attendance 
system while going in and out of the workspace. 


All employees must mark their attendance and check whether it has 
been marked on the portal. In case of failed thumb impression, kindly 
inform HR about the same. 


Entry/IN and Exit/OUT times will be based on the attendance 
register and not only bio metric systens.Any errors/malfunctions 
concerning the system should be reported tothe respective 
Reporting Manager immediately, and the Reporting Manager can 
then discuss any issues collectively with the HR team. 


Please note that it takes a few minutes for the system to update and 
display accurate information. 


WORKING HOURS: 


You will be required to complete 8. 5 productive hours daily. All-in-all, FMI 


observes a o. 5 working day with one hour break (30 Minutes Lunch 
Break & two 15 minutes tea break). 


At all times, Employees shall diligently, faithfully, and consistently devote 
their productive hours as specified by the SBU HEAD/ REPORTING MANAGER 
to realize the common goals of the organization. Due to project 
requirements, the Employee may be required to work for additional hours 
within the permissible limit prescribed by the applicable law. 


Notes : 


f Lë * |fan employee is unable to report to work irrespective of any 


EMA) 


P 


reason, he/she must contact the respective managers before 10.15 
am. Besides the manager, he/she must also inform the HR 
Department. 


e There is no half-day policy in the company. However, employees can 
observe a 7-hour work day twice a month only given that he/she 
completes 45 hrs.' in a week. 


* Drop a mail at hr@transparencymarketresearch.com or 
hr@futuremarketinsights.com in case of discrepancies with the 


system, failure to log in, late login, half-day and leaves. 
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eet | ^ For All work from Home employees, a common 
Teams group will be formed and its mandatory to 


state their log in and log out time in the same 
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e Teams will be the only monitoring tool and any 
discrepancy found will result to Leave 
deduction 


BEES, CE 08 


Work from home employees need to pm online 
and status should be green during the 9.5 
hours working hours; however they are also 
eligible for 1 hour break provided their status 
need to state away and specify timing in 
Teams 

e HR will monitor the active status and anybody 
who is away without information or status will 

be marked on Leave for more than 5mins 
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PRIVILEGE LEAVE 


As per Company Policy, Every employee will be credited with 24 Privilege 
leaves per year. i.e. 2 privilege leaves per month upon confirmation into 
services. 

* Leaves taken during the Probation period will be considered unpaid leaves; if 
this exceeds 3 days, the employee will be liable for disciplinary action. 

**We encourage every employee to avail at least 14 Privilege leaves per year. 
Under any circumstances, not more than 10 leaves will get carry forward. 
***There will be no leave encashment and no carry forward leaves for Work 
from Home Employees. 

**** | eaves taken during the Notice period will be considered unpaid leaves. 


Planned Long Leave (Privilege Leave): 


e Post confirmation employees can avail 5+2+2 leaves (5 working days* 2 
Saturday * 2 Sundays). They can apply leaves from their privilege leave 
balance, if not, these leaves will be considered unpaid and deduction will be 
observed. 


Public Holidays/National Holidays: 


* Every employeeis eligible for 10 public holidays and one optional 
leave for year 2023, as listed in GreytHR 

* ForSales, as emailed during start of the Year US, Europe and APAC 
calendar will be followed for Public Holidays 


Sandwich: 


e |fleavesare taken without prior information from Friday till 
Monday, salary/leave balance deduction for four days will be 
considered. 


* If any leave (approved/unapproved) is taken on Monday/Friday, it will lead to 


3 days leave/salary deduction i.e. for Friday/Saturday/Sunday or 
Saturday/Sunday/Monday. If any leave is clubbed with a holiday, it will follow 
the same course of action. 


E 


Maternity Leave: 


Pregnant employees will be entitled to 26-week maternity leave. During this period, 
the employee will continue to receive all contractual benefits. However, this benefit 
will only be applicable to confirmed female employees. 

Social Benefit Policy comes under social benefit act hence no leaves will be credited 
during maternity leave period. Leaves will be credited once employee resumes work 
from office. 

Once the maternity period is over, no work from home will be allowed to any female 
employees. 

Male Employees can avail parental leave of up to 15 working days with prior 
intimation. 


For the BD team 


If an unplanned and unapproved leave is taken on Monday, it will lead to 3 days 
leave/salary deduction i.e. for Saturday, Sunday, and Monday. 


Unplanned leaves: 


If the unplanned leave is for medical reasons, make sure you intimate your 
reporting manager after coming back from the leaves. Submission of a 

medical certificate/doctor's prescription will be necessary if asked for. Failure to do 
so will attract disciplinary action. 

Unplanned and unapproved leave taken for any other reasons will lead to 

severe consequences. 

Unplanned leaves taken for any other reasons and exceeding five days in a year 
will directly lead to disciplinary action. 


e Leave calculation period will be April 01 — March 31 (Financial Year) 
* Allleaves must be in proper intimation and confirmation from your reporting manager. 
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Attire Guideline 


. The confirmation will be 
performance-based. 


Fresher's will get confirmation upon qualifying the 
‘Confirmation Test’ organized by HR and in some 
cases interview by Confirmation Board. 


**IMP: Applicable only for the Management 
Trainees & Associate Level - 1 employees 


In any case if the employees who are on above 
mentioned levels of the hierarchy, do not get 
confirmed within 6 months from their date of 
joining, then those employees will be on PIP in the 
7th month with the organization. 


If the employee does not get confirmation after 
their PIP phase, it will lead to the termination of 
their service agreement. 
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ELIGIBILITY 


* All employees are eligible for compensatory-off leave, in case a project ep - 
requirement overlaps an approved leave, a holiday, or a weekend. However, 
employees must get approval on the comp-off leave from their managers. 


Eligibility to Avail Comp-off 


* An employee must register 8 productive hours on a declared holiday. 
* Traveling time to & fro from residence will be excluded while 
computing total hours for compensatory off. 


Availing Compensatory Off: 


* Employees should seek approval from their managers/tower leads/SBU 
head/HR to avail comp-off leaves. 


* The request to comp-off leave can be declined or the manager can ask 
to postpone the leave to avoid non-availability of employees. 


* Employees can avail compensatory off only if it's approved by the 
manager. 


* Employees will not be granted 2 consecutive days of comp-off leaves at 
a time. 


* While on compensatory off, weekly off and paid holidays will be 
excluded for computation. 


Accumulation: 


* Employees must avail their comp-off leaves within 90 days. Failure to do 
so might cause their leaves to lapse. 


e * No compensatory offs will be eligible for encashment. 
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NON-DISCLOSURE 
OF SALARY 


* Salary details should never be 
disclosed to co-workers. If disclosed, 
the employee will be held 
responsible forthe breach of privacy 
policy. 

* Disclosure of salary will lead to strict 
disciplinary action, depending upon 
the seriousness of the issue, which 
may include: 


Disqualification from the current 
appraisal cycle 


Cancellation of current appraisal (if 
already appraised) 


Termination with immediate effect 
(in case management faces any 
problem) 


* Salary may differ within the 
bandwidth depending upon: 


Source of recruitment 
Skills and experience of candidate 


College/university the employee is 
recruited from 
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* The company follows a en-door policy and 
takes employee concernS and problems seriously. 
The company values every single employee and 
strives to provide a positive work atmosphere 
and experience. Employees are encouraged to 
bring any workplace concerns or problems they 
might have or know about to their supervisor or 
Operations Team 


Compensatory 
Off Policy 


* Any discussion with HR should be appointment 
based and no employees are allowed to walk in 
to HR cabin by any means. Anybody walking to 
HR cabin will be fined 2000INR for 1* incident 

Full And Final and INR 5000 or more incase of violation of the 

Settlement | - above policy 
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CONDUCT.) 


e The company expects its employees to-adhere to 
standards of professional conduct and integrity. 
This ensures that the work environment is safe, 
comfortable, and productive. Employees should 
be respectful, courteous, and mindful of others' 
feelings and needs. General cooperation 
between co-workers and supervisors is expected 
at all times. Individuals acting in an 
unprofessional manner could be subjected to 
disciplinary action. 
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COMMUNICATION 
CHANNEL 


* The employee can approach their HR 
representative and the business head 
ofthe department to raise any 
concerns faced during employment 
either though email or through Teams 
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* Reimbursement: I 


* Appraisal: 


* **Performance review may or may not alter 
salary on the other hand. Appraisal will lead to 
alteration in employee's salary. 
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Resignation & Notice Period Policy 


* Anyemployee, who wishes to resign from his/her services, needs to discuss the 
same with their respective managers. 


* Whenthe employee sends the resignation mail, he needs to send it to the 
Manager, keeping the HR in CC. 


* The Manager needs to share the resignation acceptance with HR. 


**IMP: If any employee who has resigned from the services, doesn't wish to 
serve the notice period, they can discuss with HR. Post acceptance of an early 
relieving request, the employee mustsu bmit a DD (demand draft) amounting to 
his monthly salary to the company, either on the day of resignation or before. 


Employees also can request to adjust thei r notice period with Leave balance post 
approval from managers and HR ***Do's and Don'ts post-resignation: 


Do's Don'ts 


» The employee has to complete the assigned > No discussion about the resignation to be 
work/report within the stipulated timeline done in the team or with anyone in the 
before leaving the organization. organization. 


» The employee would receive a hard copy of > Soft copy of Relieving letter be emailed 
the resignation acceptance mail on the last within 14days from last working day. 


day of work. > Hard Copy will be provided post 120 days 


along with the FNF. It will be sent over an 
email. 


e ***|MP: The employee cannot share an y official things on their personal emails 
or with anyone outside the organization 


* During the period of your association with the company, you are not liable to 
disclose any content/data/information about the company 


Resignation & Notice Period Policy 


Notice period guideline: 


Notice Period 


A 2 Month 
B 3 Month 
C As per the work assignment 


* Notice Pay Recovery: If an employee is not serving his/her notice period according to 
the specified guideline, the employer will compensate the notice period with the 
salary (gross) for that particular period. 


* Notice Pay Recovery: If an employee is not serving his/her notice period according to 
the specified guideline, the employer will compensate the notice period with the 
salary (gross) for that particular period. 


Designations are defined below: 


A Associate Consultant Level-1/ Research Associate, Jr. Executive, Junior 
SEO, BDE, Jr. Content Writers, Jr. Content Editors, Senior Research 
Associate, Analyst, SEO Executive, Content Writer, Content Editor. 


B Senior Consultant Level 1 & 2,/Senior Analyst, Team Lead, Assistant 
Manager, Client Partner, Manager and above for BD & Research 


C Employees under Probation will have to serve 1-2 Weeks' notice, after 
completion of work assignment. 


* Involuntary Termination/Reduction in Force 


An employee will be given a notice period of 1 week. The settlement amount will be 
decided based on the reason of termination and calculation will happen within 15 days 
from the date of termination. 


* Involuntary Termination - Unsatisfactory Job Performance 


Employees who fail to meet expected standards of performance and do not respond to 
counselling should be formally notified by his/her manager of the areas of substandard 
performance through the performance appraisal process and/or other written/verbal 
communication. If performance continues at a sub-standard level, additional 
communication, warnings, and counselling should be provided by the manager and the 
HR should be consulted by the respective department. 


If termination of employment is considered, the department head should consult with HR 
to review the circumstances and make final arrangements. After the decision has been 
made to terminate an employee, the HR in consultation with the manager, will prepare a 
letter of termination and complete the HR/Payroll processing and other relieving 
formalities. 


* Involuntary Termination — Misconduct 


Without prejudice to the general meaning of the term misconduct, any act of omission or 
commission or negligence or breach of rules, regulations, by-laws, instructions, or 
procedures of the company for the time being in force or confidentiality clause would be 
treated as misconduct and may result in termination without prior warning. 


After the decision has been made to terminate an employee, the HR in consultation with 
the manager will prepare a letter of termination. 


Settlement amount will be decided on the reason for termination and the calculation of 
which will happen within 15 days of termination and in case of any fraud/misconduct, the 
entitled amount for such employee will be kept on hold based on legal advice. 


The HR Business Partner will coordinate with the employees for their exit procedure. The 
process includes: 


* Returning all company property (i.e. keys, ID Cards, important files, and documents, 
etc.) 


e Review of benefits status 


e Completion of an exit interview 


Resignation & Notice Period Policy 


Involuntary Termination — For Cause 


e Termination for a cause — Future Market Insights/Persistence Market Research/Eminent, 
Transparency Market Research/ResearchMoz may terminate at any time 'for cause', the 
grounds for which are defined herein below. 


* Inthe case of termination for cause, Future Market Insights/Persistence Market 
Research/Eminent, Transparency Market Research/ResearchMoz shall have no obligation 
to pay to the Employee a salary, bonus, or other compensation or any other form of b 
enefits under this except for: 


* Compensation earned up to the effective date of termination. 


* Vested benefits that have accrued to the Employee under any retirement or deferred 
compensation plan sponsored by Future Market Insights / Persistence Market 
Research/Eminent, Transparency Market Research / ResearchMoz or 


* Other benefits mandated under the applicable laws. Future Market Insights / 
Persistence Market Research/Eminent, Transparency Market Research / ResearchMoz 
can make termination for cause effective immediately if the termination occurs due to 
the commission of the below-mentioned acts by the Employee. 


Grounds 'for Cause' Termination 


In the event the Employee commits any one of the following acts and/or any such other acts 
as may be prescribed by Future Market Insights / Persistence Market Research/Eminent, 
Transparency Market Research / ResearchMoz from time to time, such acts and omissions 
shall constitute grounds for Future Market Insights / Persistence Market Research/Eminent, 
Transparency Market Research / ResearchMoz to terminate "for cause": 


* Employee fails to perform his or her duties in a competent manner; or 


* Employee violates his or her duties of confidentiality and/or non-competition under the 
Confidentiality Agreement; or 


* Employee fails to comply with directives from superiors, the Company board of 
directors or managing officers, or written Company policies; or 
e Employee's failure to report for work for three consecutive days without any intimation 


or without the approval of leaves by the Superior will lead to the initiation of the 
absconding process, which may further lead to termination of services; or 


Employee commits any act or acts that harm the Company's reputation, 
standing, or credibility within the community(ies) it operates or with its clients, 
customers, or suppliers; or 


Employee fails to perform the duties assigned to him or her for any reason; or 
Employee has made any material misrepresentations; or 
Background verification of the Employee fails to yield satisfactory results; or 


Unauthorized misappropriation by the Employee of the funds or property of the 
Company; or 


Employee consumes alcohol during work hours and/or within the Company 
premises; or 


Employee uses illegal drugs. 
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Full and Final 
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Confidentiality 


Data 


During the tenure of your service, you will keep 
your emoluments secret from other members of 
this organization and will treat all information 
coming to you as strictly confidential, and 
information contained in all documents and 
papers and other matters relating to the 
company will not be divulged by you to any 
person other than the Management of the 
company. 


You will maintain secrecy and will not disclose to 
third person/parties any of the trade secrets or 
other confidential information of the company or 
its affiliated companies, including but not limited 
to, proprietary technical data, specifications, and 
methods of operation. 


You will take all appropriate efforts to preserve 
privacy. Such trade secrets, proprietary technical 
data, specifications, and methods of operation 
will at all times remain the property of the 
company. 
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You agree that during the term of your employment with the company and for a 
period of three years thereafter, immediately following the termination of your 
employment with the company, you will not - 


* Directly or indirectly solicit, induce, recruit or encourage any of the Companies 
employees to leave their employment. 


e Take away any clients or customers of the company or attempt to solicit, induce, 
recruit or encourage, either for you or for any other person or entity. 


Company property, such as equipment, vehicles, telephones, computers, hardware, and 
software is not meant for private or personal use. These devices are to be used strictly for 
company-allocated tasks, and will not be permitted to be taken off the company premises 
unless so authorized. Company property must be used for the intended tasks only. Upon 
termination, employees are required to surrender any company property they may have 
in their possession. 


Company computers, Internet devices, and emails are valuable resources and must be 
used only to complete key job-related functions. Employees are not permitted to 
download any "pirated" software, files, or programs and must secure permission from a 
supervisor before installing any new software on a company-owned computer. Files or 
programs stored on company computers may not be copied for personal use. 


Phones are provided for business use. The company insists that employees do not receive 
personal calls while on duty. If urgent, please keep personal calls to a minimum number, 
and conversations brief. Personal long-distance calls are not permitted. Employees should 
acknowledge that they should have no expectation of privacy in their use of company 
computers or other electronic equipment. 


Violations of these policies could result in disciplinary action. 
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PRIVACY 


* Employees and employers share a relationship based on trust and mutual.respect. However, the company retains the right to access 
all company property including computers, desks, file cabinets, storage facilities and files, and folders, electronic or otherwise at any 
time. Employees should not entertain any expectations of privacy when on company grounds/premises or while using company 
property. 


* All documents, files, voice mails, and electronic information, including e-mails and other communications, created, received, or 
maintained on or through company property are the property of the company and not that of the employee. Therefore, employees 
should have no expectation of privacy over those files or documents. 


e According to this policy if there is any loss/damage to the company property it will be recovered from the salary of the respective 
employee. If the amount is greater than the salary then it will be adjusted or deducted accordingly. 


* Companyis not liable for any damage caused by an employee to any entity/property/person within/outside the company 
premises and the employee causing damage will be held liable for disciplinary action. 
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The following procedure should be followed to raise 
any issue relating to: 


Salary — If any employee has any issues relating to 
his/her salary they can get in touch with the HR 
Department. 


Promotion — All the decisions relating to 
promotions and increments will be taken by 
respective managers & SBU heads depending on 
the performance review of the employee. 


Growth-All decisions relating to the career 
growth of the employee will be taken by their 
respective managers. If you feel your work and 
efforts are not being recognized as expected, 
discuss it with your manager first. If the problem 
still persists you can speak to the HR Team, who 
will then look into the matter. 


IT Policy 


Laptop will be issued to the employee once in 2 
years. If there is Any physical damage to the system 
or accessories then cost will be recovered from the 
employee. 
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During employment with Future Market Insights / 
Persistence Market Research/Eminent, Transparency 
Market Research / ResearchMoz Employee shall 
devote whole time, attention and skill to the best of 
their ability for the business of Future Market 
Insights / Persistence Market Research/Eminent, 
Transparency Market Research / ResearchMoz. 
Employee shall not directly or indirectly, engage or 
associate himself/ herself with, be connected with, 
concerned, employed, engaged in any other 
business or activities or any other post or work part 
time whatsoever for free or for a consideration, 
without the prior written permission of 
Transparency Market Research / Research Moz. 
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DISPUTE 
RESOLUTION / 
LITIGATION 


Escalation - In case of any dispute which may arise 
between the Parties, both Parties in good faith shall 
endeavor to resolve the matter amicably. The 
Employee and Company shall endeavor to arrange a 
joint meeting among the Employee, his/her 
immediate reporting manager and HR to discuss the 
matter to reach a resolution. In case the issue is not 
resolved within five (5) working days (or as may 
otherwise be determined), then the Employee and 
Company shall endeavor to arrange a joint meeting 
among the Employee, his/her business head and HR 
head to address the issue. 
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PRESUMPTION 
OF BREACH 


In the event of the possession, access, and or use of 
the Confidential or Proprietary Information, whether 
technical, financial, marketing, manufacturing, 
distribution, or other technical or business or trade 
secrets of Future Market Insights/ Persistence 
Market Research/Eminent, Transparency Market 
Research/ResearchMoz including without limitation, 
concepts, techniques processes, methods, systems, 
designs, clients, cost data, computer programs, 
formulae, development or experimental work, work- 
in-progress, customers including details of their 
names, numbers and e-mail addresses, etc. and 


suppliers as well as software for business and 
professional use, application programs, internet 
websites, e-commerce solutions, books, hardware 
and information for the microcomputer and internet 
marketplace by any other third party with whom I 
may have a nexus, it shall be presumed, unless 
proved to the contrary, that such information has so 
come to the possession of the third party on account 
of the breach. 
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APPRAISAL 


POLICY 
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Promotions/Appraisals are totally performance. The final 
decision will be taken by the management. 


Employees who have joined in between the period of 
November to March, will be eligible for appraisal in March 
cycle and employees who have joined in between the 
period of April to October, will be eligible for appraisal in 
October cycle. 

Performance will be evaluated by your Reporting 
Manager, Mentor and HR. 

During performance appraisals, every employee is 
assigned specific Key Performance Indicators (KPls) that 
can be objectively measured. Failure to meet these KPls 
may lead to a salary reduction, reversing the previously 
apprised salary. 

Furthermore, any employee who has undergone the 
appraisal process is required to remain with the company 
for a minimum period of 6 months following the appraisal. 
In the event that an employee decides to resign before the 
completion of this period, they must reimburse the 
company for the apprised salary amount through a 
Demand Draft (DD) prior to their resignation. 

If the management finds any employee performing extra- 
ordinarily, the salary revision can be done for the second 
time, which is purely based on the management decision. 
The employees need to ensure that they do not discuss 
their appraisal with anyone within the team/organization 
and also on social media. Failure in adhering to this policy 
may result in termination of the services. 

Any employee who has availed more than 10 UNPAID 
leaves in a year, will not be eligible for the appraisal. 
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Thanking you 


A E —— ———À 
Ster RESEARCHA ch Zeen? PERSISTENCE | EMINZNT 


search & Advisory Services 


t research. reports. results 
y Future M Market Insights + MARKET RESEARCH 


www.transparencymarketresearch.com www.futuremarketinsights.com www.persistencemarketresearch.com 


